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THE ROUND TABLE 



A LIBRARY TOUR 

We needed to do so much library reference work in our academy that 
we arranged with our city librarian for a systematic tour of the city 
library for ten students. The tour was planned in three stages: (i) the 
librarian was to reveal the way a book finds its place in the library family; 
(2) the cataloguer was to explain how these books are classified, cards 
filed in the catalogue, and positions on the shelf given; (3) the reference 
librarian was to conduct the party to each section of the library and 
locate each class of periodical and book. 

The ten best students from the third- and fourth-year classes were 
selected to make the tour, because they would be more enthusiastic and 
more accurate in presenting the material to the students who were not 
present. They had their little pads and pencils ready when we were 
invited into the private office of the librarian. She gave us each an 
accession card. Then she told us the story of "Book X": how an 
accession card was made out for it, not because one of the librarians had 
learned about it in the A.L.A. booklet or from a book review in a periodi- 
cal, but because a friend had desired the book; how this card had been 
filed in the drawer, "Books Wanted"; how one day it had come out to 
be placed on the list to go before the library board; how the library 
board did not think the book was too expensive, although it was a very 
fine book; how the accession card for "Book X" then found itself in the 
drawer, "Outstanding Orders"; how the book was received, checked 
up, and entered in the accession book; how the cataloguer then took it 
to give it a call number, to make out and file its cards in the catalogue, 
and to send it out to the shelves, labeled. 

What had happened to this book had happened to forty thousand 
other books, and in the cataloguer's room we learned how these thousands 
of books can each have a different call number. Slips with the following 
information were given to us: 

Dewey Decimal Classification 

CLASSES 

000 — General Works 5 00 — Natural Science 

100 — Philosophy 600 — Useful Arts 

200 — Religion 700 — Fine Arts 

300 — Sociology 800 — Literature 

400 — Philology 900 — History (Biography 

and Travel) 
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Each class is divided into ten divisions, each division into ten sections, 
the sections into subsections, etc. 

Besides a class number every book has an author number. The 
combination of these two numbers forms the call number of a 
particular book, and is the number in the upper left-hand corner of the 
catalogue card and on the back of the book. It is the key to the 
location of a book on the shelves. 



PREFIXES TO CLASS NUMBERS 

R — Reference room 
B — Bound periodicals (lower stack) 
*R —Reference (Lib. or Cat. R.) 
P — Public documents 
J — Children's books 

H Oversized books 

F — French; (3 — German, etc. 
BL — Books for the blind 

With these data before us the cataloguer explained the Dewey 
Decimal System and the Cutter Table. Then she turned to the many 
books which she had arranged on the shelves of her office for the occasion. 
There were ten books to illustrate the call numbers of ten general classes 
of books. There were other books to illustrate the exceptions to the 
rule, such as the big "S" in the call number of the short-story group. 
There were still other books to illustrate the special symbols used, such 
as the red "J" for books in the children's room. There were more books 
to give us the key to the order of precedence on the shelves, with special 
reference to the complicated decimal. After we had looked at these books 
and their labels, we listened to a little talk about the Dictionary Cata- 
logue: how it differs from an index; how the system of classification 
under a specific subject is followed; how the catalogue answers about 
twenty different general questions, such as, "What is the real name of 

?" "Who wrote a biography of ?" "Has a certain book a 

sequel ? " " Who is joint author of a certain work ? " " What bulletins does 
the library contain ? " " By what name was a certain periodical first pub- 
lished?" and "With what year and volume does our file of a certain 
magazine begin?" how the cards are filed in the order of person, place, 
thing, and works before criticisms; how the abbreviations and the 
figures are considered as if spelled out; how the articles are disregarded; 
and how the subjects are written in red. Then we went to the catalogue 
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itself. Each student was given a slip of paper with three library prob- 
lems. The following are examples: 

1. Have we a book by Jean Mace ? 

2. Who wrote the Riverside art series? 

3. Locate the Sherlock Holmes stories. 

1. How many different editions have we of Bunyan's Pilgrim's Progress? 

2. Find order of stories in Wellworth college series. 

3. Locate Riis's Ten Years' War. 

The first two required just the use of the catalogue. The last problem 
asked for the call numbers of certain books. These were used later. 

The third part of our visit was in charge of the reference librarian. 
She called our attention to the fact that all books and periodicals in the 
library have a definite order of arrangement. First she showed us how 
the periodicals and newspapers in the Reading-Room are arranged 
alphabetically; then how the books in the Reference Room are arranged 
according to the Dewey Classification. A number of books such as the 
index to Britannica, New International Encyclopaedia, Brewer's Reader's 
Hand Book, Walsh's Curiosities of Popular Customs, Harper's Dictionary 
of Classical Literature, Hoyt's Cyclopaedia of Practical Quotations, Who's 
Who, and Statesman's Year Book were given special attention. Poole's 
Index and Reader's Guide were consulted before going to the lower stacks 
to see how the periodicals were arranged. We saw the different classes of 
books for circulation in place; we located books for the blind, oversized 
books, French and German books. We made use of the call numbers 
which we had written opposite question 3 on our slips. Ten delighted 
students located ten books, not easy to find, in quick time. Students 
who before had borrowed cards or begged to be excused from library work 
now felt at home and wanted cards. 

Since the library tour we have been making library booklets with 
quotations about the value of books and libraries, charts of the library, 
and outlines of various library information. We are very grateful to 
the librarians for what they have made possible for us; we hope we may 
help them by helping ourselves; that we may be able to give others the 
key to the library; and that we also shall have the pleasure of filling out 
an accession card, finding our request satisfactory, and seeing the book, 
not only on the library shelf, but also at home on our cards. 

Caroline S. Lutz 
The Academy of The 
James Million University 



